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FILE CLEANUP TIPS

o 1. Transfer of Unclassified material from safe's to less expensive
b storage areas.
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",:,_Lists and tables su‘bsequently superscded. .‘:_:‘.-'-\53 ) PR
'_ “Obsolete andrescinded administrative and regulatory issuances. .

f‘_ﬂUnused pnblications n'om other agencies. S

Fedoral Reglsters (except tear shcets)o ,_

. 19°
'+ since completed and approvad.

200
| o,
I 22,
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Govcrnm«»n .,-agcncy talephonc directox—ies. e

City telephone booka and yollow peges, b - :

Ageﬂc? and employzze circulars and newslattors, of transitory valuee
cixculars, sm'xouncem._nts, and advertﬁ.semsnts of ovents 1ong pa..t. fi:'- T

[

Obsolete stock catazbgues. L

i‘

GSA stores stock cataloguo prior to September 1963 1ssueo L ;

n.s. Goneral Accounﬁng ortice salary tables: U

. COngressional Records é?xcept tcar shsets) prior to cm"rem session.

’ Congressional Records Summrics..
Congressional Directorles prior to. 193’1 .

Unnseded copies of 1egislat1ve Rearingse s

Information copies of cables, ‘bclcgrams, dispatches, end

. memoranduma not part of ofﬁcial £iles,

Rough drafts and working not.cs for reports and staff papers

Chronological or reading files more than 2 years old.

Ncwspapers, mmgazincs 2 and clipping no longer used or necded.

Press notices. and relcasos._ Co S

Extra or stock copies or documn'c.s and publications no longcr nceded
. for distribution. . . ‘ . - :

U.S Government Organiza.tion Manuals prior to 1961 "issue. '
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T 'fObsolete railroo.d, plane, and ship umtables.-'
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'30;: Obsolete bla.nk foma. . g

. .and which are not being used currently.
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"o Lo 2he ~'Sten0graphic nowbooka from which notea hmm been transcribed. 2 ;. .
'.j " ',‘:”2‘5.'”‘Used hectographs, atenci&s, and multi]ith mats over one yaar old.~ L

Pnblicity and lit.eratum used for past charj.ty dr:lves and so forth. Do

Old price lists a.nd catalognes.- : ‘
World Almanacs prior to 1963 185113. LS

om cx.mup xmn*s S

Books and othor reference material BEAEING A IIRARY NUHE:R
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Excoss office aupplies.and equipment o _
Broken or excoss office i‘urniture and ofﬁ.co equip'zent. ‘

'Sevcrc.l duplicate sets of aegulations in ono orﬁce. e
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. Unneeded reference mterials gathered i‘or projects s.mi coxnpleted. e
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C e ) .~IDEAS FOR DEEPER CIEANING UP

AL

Fcre ‘are goms standard record keeping practices that’ might give you L T
an idea for som really deep and penotrating ﬁle clee.ning. ) LT

e ce e Follow the example of some 180 other offices. -« - :

- S - Standardize your files sccording to the Subjeet Numeric Sys%m

© - as get forth in the official "Handbook for Subject Filing.,"

© ¢ Youwr Records Officer or Records Managemnt Sta.i‘f will help you
o+ 4in making the changeovers

| - 7 24 Start a now block of files every years - e T
‘ - 2. ..This will .t‘acilitate the periodic retirement of your records. L
" -34 " Review and up date your Records Gontrol Schedul_o. S 5,"'..'.'{;:‘ .

»"._ . This Schedule can inform your steff about the T D T
" ... ' "What, When, Whore, and Hovof records disposition - . - = o i
t ... .- for your office. They can act on its instructions ST T
IR .automatically aad accm'ately. S ot
a S Insta]l controls over the creation of your records. TS 5

- Review your distribution Lists :
'b. Study your office’a use of forms and reports '
C. Check your existing correspondence techniques v
de Verify nced for numbaer of memos and carbon coples mde :
. Saveral specific ways to improve correspondence, forns, and
* reports to save £ile and office spaco are listed in the ‘booklet
. "So You Have a Space Problem." {Volums I, Management Tools)

S. You may use old L-drawer £iling csbinets for office supply storage.
Substituting these old files for the large, standard, 2 door supply
" cabiret can save considerable floor space and still provide @ noat, .
cozpact end controllable storage without any added equipment cost. ,
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L Regulations
Notices
" Handbooks
G T "Bulleting -
v e s Manuals
i U Guides
* Announcements
Circulars '

“+. " Nowsletters
: .-+ .+ Directories
- . Spacifications e

CONTROIS .

1ogs ¢
Diaries . . e
Requisitions .~ .~
Schedulos:
- Activity Reports
cading Files
" Viorking Papers
~ Assignments -
Estimites
Statistics
. Surveys

Appointments
" Representatives

Cfraiging  h . o

Each oi‘ the sbove enjoysa.n important but limitcd Qe T
Only the Officc of Rccord kccps a i‘ew of them Permancnt]y, thc rest must GO. -!.

aém‘n m X

- t4brary Books -

. Dlgests .
* Phone Books
. Periodicals .
" Newspapers - -
* Publications
. Catslogues
, Almanacs s
) Info. Gopies

3 mcmum

 Name I-ists

" Requirement Lists
Price Lists

© ! motables

Commitiees -
- Panels & Boards -
" Heetings
© . Signs
. - Patitions ,
‘~  Resolutions
" Speeches’

3 ~Citation

.7 Systons
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~ Dictionarles i |

¥ailing lists - ..

T Oricntationj'f SR
- Drills L
- Criticisn




